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The Parfit Gentyl
Knight in Business

THE BOOK OF BUSINESS ETIQUETTE
Anonymous.  Doubleday, Page & o,

THE BOOK OF LETTERS. By Mary Owens
Crowther. Doubleday, Page & Co.

BUSINESS LETTER PRACTICE By John
B, Opdyke. [sasc Pitman and Sons

HE anonymous author of “The Book !
of Business Btiquette” says: “The |
business man is the national hero

of America, as native to the soil and as
typical of the country as baseball or Broad-
way or big advertising." Our traditional
worship of the plain people and the diffi- |
culties of ploneer life made us neglegtful
of the sovisl amenities. The author puls it |
suctinetly: “The Pilgrim Father was too
busy learning how to bring a living from

the forbidding rocks of New England
with one hand white he fought off In-

dians with the other o give much|
time to tew parties and luncheons.” Times |
have changed. *“Material progress has |
raced s far ahead of mental and spiri- |
tual progress that the world itself is a |
good many yeurs In advance of the people |

n it* Hence thére (s a greater need of |
vourtesy to-day than ever before. “Too |
many people use sledge hammers when
mek hammers would do just as well"”
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should ba re-

stricted 1o pre 1 it be-
ongs 5 perfectly g« ble (o express
onepelf clearly in the guage of con-
versation (which is also the lunguage of

busineas) without burying the meaning In '
tiresome verblage." A good summary of
the demands of courtesy is that, “No one
need ever apologize when he has done or
given his best'

In “The Book of Letters,
firmly acknowlimlges that
predaminant f thia age Nearly
balf of her book deals directly with busi-
ness letters. She says: “Most of our let- |
ters in these days relate to business affalrs
or to social affalrs what, as far as person-
ality is concerned, might as well be bus-
iness.” Mra Crowther quotes many ge-
nial letters of famous men. However, she
s rather averse to (00 pretentious a style.
Bhe feels that there are limits to what
most of us can say in a letter. In par-
ticular she scoffs at “salea letters that
would sell electric fans to Esquimaux or
ice skates to Hawailans.” If there are such |
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Outstandiné Prébleméa

ROBINSON CRUSOE, SOCIAL ENGINEER.
By Henry E Jackson. R P. Dutton & Ca. |
AMERICA A FAMILY MATTER. By Charles |
W. Gould. Charles Scribner's Sons.
HOHRNY HANDS AND HAMPERED EL-
BOWS. By Whiting Willlama Charles
s iner’s Sons
INDUSTRIAL REVIVAL IN SOVIET RDS-
SIA, By A A Heller. Thomas Beltzer.
SOCIOLOGY, By John Morris OO-
The Macmilian Company
HISTORY OF THADE UNIONISM IN THE
UNITED STATE By Selig Periman,. The
Macmillan any |
EDUCATION IN A DEMOCRACY. By Dallne |
Lore Sharp. Houghton Miftin Company |
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letters, she belleves them to be the out-

pourings of genius and she says: “The
avernge letter writer, trying to be a

genius, deludes only himself—he just be- |
comes queer, he takes to unusual words,
constructions- and arrangements, Mrs.
Crowther covers the subject of correspon- |
dence very thoroughly. She has also a
chapter on “Telegrams,” which is the Te- |
sult of very careful verification of forms |
and practices. No necessary detail of
the subjeet of letter writing has escaped}
her. She has written a yvaluable book for
zeneral uyse. |
John B. Ogdyke is a high priest of the
cult of Big Business. He Iz the head of |
the Business Letter Service. He has hadf
experience in eonducting advertising cam-
pajigns and in teaching. He
fidence of several large scale mivertisers |
who have willing to assist him
Joseph H. Appel, Roger W. Babson, Louls
H Liggett and Charles H. Sabin have|
contributed to a Symposium on Dusiness |
Letter Writing. Mr. Appel says:
2 lost art, lotter writing
to come back Into our livea with the advent
of stenography, the typewriter and the
multigraph. It eame back in a new form,

has the con-
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mented us hegan

as an aid to business. The very ease with
which letters are pow wrillen mechani-
cally mnks hanical.
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Mr., Opadvk K o correet this
r i ‘ iructive WwWay He does
much tiore than tell whateto avoid, His
book is full of examples of the hest modern
business lettvrs, They show that the
business world is levying a contribution
from art and Hieralure to further sales-
manship. Modern busineéss men seem to
quote  frequently vam Longuins, Omar

Khayyam and Thorean. Mr, Opsdyke tries
to attain to Mr H. Liggett's counsel

f perfectio that “Letters are
the person In L There s much
ginger in his own style. He sava: "It Is
ecaxy to say too little and thus harass

It is easy to say too much, and thus con-
fuse. If you use halfl an egg as a nest
ege, you tantalize the hen. If you use two
eggs, you make her suspicions. If you
use one, you are just sufficlently com-

{prehensive in your plan to produce eon-

clusions with her.” Mr. Opdyke’s book
contains a list of abbreviations, a business
letter lexicon, and articles for study and |
dictation it s to be commended for
having a gowad index.
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ifers the solution of
ndustrial problems. At
first though coe would be [nclined to
scoff at such a view as worse rthan lu-
dicrous; yet the muakes his con- |
tention at least plinsible and ui!;nbhr-‘hvs'
an ingenuous yet genuine comnection be- |
tween the conditians of Crusoe's island
and of present day America. For, in the
face of almost insuperable difficulties, Cru-
soa succecded because he was free and was
ursed onward by no external impulse; be-
cause he was self-copfident rather than |
i had the nity to give
i In the same

work but thatr jt

twentieth century

autnor

avish,
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scope to his

whearent powers.

OOKS on social and ocon ' Quos- 2
way the laborers of to-day may agcom-
B tlons continue to pour forth in un- the secmingly Impussidle if they arv
abated  profuston—vigoro: and | sed from artificial fetters: If their
vitriolie challonges to the age, conserva- | 43mmed up naturai powers are Eiven a

Ave discourses on industrial relations, text- !
bonks om the sociology of town and mthi
try, essays on

treatises on

- |
educational reform and}

trade unionism and on Rus- |
1. All of these tendencies |
| in the varfous books under
touch from many points of
view upon some of the outstanding socis)
problems day

In some 2 the most original, and
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of the

therelor st striking, volume im the
gEroug is . Jackson's book snmtitled
*“Robinson Social Engineer.” Most
of ua ar nelined to look upon “Robinson
Crusos’ theorbing and fadmlous ro-
mAnce more wable for children than for |
sdalts, but Mr Jackson's startling thesis |

ha t ot v profound piece of

normal outlet; if the melthod of fre m

rather than of foree becomes generally L
in industry, and If each man is
encouraged to take a vital Interest in the
swrves rather than to aot as
1 mere automalon

nilerprise he

A commoner method than the one em-
ployed by Mr. Jackson is that of historical
inalogy—the method whereby we attempt
to arrive at an understunding of the pres-
ent through a study of the past. Buch la
the course pursued by Charles W. Gonid
in his book on “America a Family Mat-
tar. Strange to say, the family matter
dealt with by the author seems at first
glance to have more to do with the ancient
Egyptlans, the Romans and the Greeks
han witl for the volume'

modern peanos

P ———
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i ]
is devoted primarily to a consideration of
the causes of intellectunl degeneration in
the ancient world. The author reaches the
conclusion that the decline in intelligence
in each case was due to the mingling of

races, anid thar, accordingly, present day
America must bewnre of diluting its racial
stowk. However, in spite of all the ex-

Continued on Following Page.

| SCRIBNER BOOKS FOR GIFTS

By HENRY VAN DYKE
Companionable Books

This admirable book will be a beloved and revealing companion. It is 1
issued in a style uniform with the author’s other books. /llustrated.
Cloth, §2.00; leather, $3.00

By AUGUSTUS THOMAS
.The Print of My Remembrance

“Fascinating. . . . The best book of the year.” — Phila. Public Ledger.
“In many ways an ideal autobiography.”—New York Post. IHlus. 24.00

Fy WILLIAM LYON PHELPS
Human Nature in the Bible

“The book has the charm of a story told by firelight,” writes a man in
a high public office in Washington. £2.00

By JAMES HUNEKER ’
Letters of James Gibbons Huneker

“Buoyant, brave, delightful letters."” filman in the Nerth
| Vmerroan Remiew. With photograrure frontispiece. $3.50 w

L orenee

Ey JOHN CORBIN
i The Return of the Middle Class

A significant volume. The author has tackled 4 subject of national con-
cern and has set forth his thesis with erystal clearness.”

-Phila, North American. $2.50 |

y STUART P. SHERMAN

i Americans

A significant group of studies of individuals and tendencies by one of
the foremost American critics and observers. $2.00

By EDWARD BOK
The Americanization of Edward Bok

Now in its 21t printing, and a leading book wherever English is read,
even in Australia and South Africa. Hlustrated. $3.00

By JOHN GALSWORTHY
The Forsyte Saga

“Everybody interested either in modern literature or in modern life
should own a copy.”"—Wm. Lyon Phelps. $2.50 iI
Ey KATHARINE FULLERTON GEROULD
Valiant Dust

A new bock of stories which, in the words of the New York Times,
“‘shows anew how varied is her talent, how keen her intelligence and how
rare her artistic instinet.” 2.00

These hooks are on sale at all bookstores

CHARLES SCRIBNER'S SONS, NEW YORK JI .
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A No-v-el as Deiightfu] asﬁ‘;rl; B;o_a-d Highway” 5
(THIRD LARGE PRINTING)

PEREGRINE’S PROGRESS

The New York Times says:

" 'Peregrine’s Progress’ is written
Eth&?—tﬁi whic.l; admirers of “The

road Highway' found so charming,
leisucely, detailed, colorfful The
story breathes the very air of ro-
mance in every word.”

$2.00 at all Booksellers.

LITTLE, BROWN & COMPANY
Publishers




